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PURPOSE: To ensure an objective and comprehensive selection process for all candidates being 
considered for promotion to the ranks of Sergeant, Lieutenant, and Captain. Promotional processes are 
conducted in a fair and impartial manner and selections for promotion are based on merit. 


GUIDELINES: The City’s Human Resources (HR) Department in consultation with the Police 
Department will contract with a vendor to design and implement an internal assessment process to 
coincide with the Civil Service Commission’s testing cycle. Candidates will be ranked in order, highest 
to lowest, by a cumulative score. The Department will only use the names of candidates from the 
eligibility list in accordance with Civil Service Commission Rule #24 to fill promotional vacancies. The 
Chief of Police is responsible for the Department’s role in the promotion process. 


I. POLICY: 


A. The Police Department will ensure that promotional decisions are in accord with the principles of 
equal employment opportunity by imposing only valid requirements on promotional 
opportunities. 


B. The Chief of Police retains authority for final recommendations of all Departmental sworn 
personnel promotions. 


C. All candidates that are eligible for promotion to fill a vacancy will be considered equal and be 
given fair and equal consideration. 


D. Minimum requirements for a position will be in accordance with the city’s respective job 
descriptions. 


Il. RESPONSIBILITIES: 


A. The HR Department has responsibility for all promotional testing. The HR Department is 
responsible for scheduling all components of the testing process. The consultant hired by the HR 
Department will be responsible for working with the subject matter experts to establish the 
evaluation criteria for the promotional examination. The HR Department or their consultant will 
administer all testing components for the promotional process. 


B. When the Police Chief decides to fill a vacancy, he or she is responsible for requesting a list of 
eligible candidates for each vacancy from the Commission. 


C. Candidates will be required to attend a mandatory orientation session, provided by the HR 
Department and/or the vendor, if they plan to participate in the promotional process. Candidates 
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are responsible for adhering to instructions or directions that are provided when participating in 
any and all parts of the promotional process including the selection process to fill a vacancy. 


D. Candidates are responsible for providing all required documentation to show they meet the 
minimum requirements of the position. 


Il. PROCEDURES: 


A. Eligibility Criteria 


1. Application Process 


a. 


In order to participate in the selection process candidates must meet the criteria set forth 
in this policy. All requirements for eligibility criteria must be met in accordance with the 
promotional guidelines. 


Eligibility to participate in the promotional process shall be based on, and in accordance 
with, Rules 22, 23 and 24 of the City of Portsmouth’s Rules and Policies of the Civil 
Service Commission. 


The HR Department will post and distribute written information regarding the testing 
date(s) and eligibility requirements for officers wishing to participate in the competitive 
promotional examination process. Announcements for the promotional process for each 
position will be posted by the HR Department. 


Candidates interested in applying for the position must follow directions as outlined in 
the respective promotional announcement. Each candidate is responsible for providing 
any required documentation as outlined in the respective promotional announcement 
prior to the application deadline date. 


2. Removal Process 


a. 


Any candidate may request that the Commission remove his or her name from the 
eligibility list. To be effective, such a request shall be in writing, directed to the 
Commission, certify that the request is voluntary, and that the candidate understands that 
upon acceptance and approval of the request he or she will under no circumstances be 
eligible to have his or her name again placed on the eligibility list until he or she 
completes a subsequent promotional examination. 


Any eligible candidate who does not complete the promotional process may reapply the 
next time the test is administered. 


3. Promotional Process 


a. The promotional process may consist of the following components: 


1. Job related promotional multiple-choice written examination. Sergeant and 
Lieutenant candidates must take the written exam in order to move forward to the 
performance-based assessment. 
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2. Performance-based exercises using trained assessors. 
3. Professional History/Dimension Evaluation. 
4. Interview with the Chief of Police. 


b. Study materials that will be used for the written exam will be announced prior to the 
exam administration date. 


c. Job Related Multiple Choice Written Examination: Sergeant and Lieutenant candidates 
will be required to take a job related promotional examination. Candidates will have the 
opportunity to receive exam results at the end of the examination and appeal test items 
based on the appeal procedures. 


d. Performance-Based Exercise: All candidates will participate in an assessment process 
that will consist of various exercises affording the candidates the opportunity to 
demonstrate knowledge, skills and abilities or dimensions of the position. Dimensions 
assessed will be supported by the job analysis. 


e. Professional History/Dimension Evaluation: The Professional History/Dimension rating 
will be conducted on each candidate by internal raters of the rank being tested or higher. 


f. | Interview with the Chief of Police: During the effective period of the eligibility list, the 
Chief of Police will have the sole discretion to select candidates for promotion to fill 
vacancies under the “Rule of Five.” Under this rule, the top five candidates will be 
considered for a single vacancy, and will be considered equal. If there are two vacancies, 
the top six candidates, four more than the number of vacancies, will be considered. If 
there are three vacancies, the top seven candidates will be considered, and so on. 


g. The Chief of Police will interview the top candidates using the “Rule of Five” based on 
their cumulative scores of each component of the promotional process. 


h. The Chief of Police will review and take into consideration eligible candidate’s personnel 
and disciplinary files when making promotion decisions. 


i. When the Chief of Police decides to promote to fill a vacancy, he/she will request a list of 
eligible candidates for each vacancy from the Civil Service Commission via the HR 
Department. The Police Chief is not obligated to fill vacancies as they occur within the 
Department. 


j- The Police Chief will ensure that all candidates that become eligible for a vacancy are 
interviewed at least once by the Chief of Police until the list is exhausted. If it has been six 
months or greater since a candidate was interviewed, they may be interviewed again, if 
deemed necessary by the Chief. 


k. The Police Chief will submit his or her recommendations for promotion to the City 
Manager for approval via the HR Department. Once the Police Chief has been notified by 
the HR Department that the recommendation has been approved, he/she may notify the 
candidate(s) of their promotion. 
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l. Candidates must participate in all components of the process to be considered for 
promotion. 


IV. Assessment Scoring 


A. As listed below, each component of the promotional process has a maximum number of points 
that a candidate can receive. The points are then added together to get a final score. 


B. Candidates will be ranked in order, highest to lowest, by a cumulative score. 


Sergeant Lieutenant Captain 

Component Maximum Maximum Points Maximum Points 
Points 

Written Exam 30 25 Sa 

Performance-based 50 50 60 

Assessment 

Professional History 20 25 40 

Seniority Points 5 5 5 

Total 105 105 105 


* The Chief of Police will conduct interviews of eligible candidates prior to selection for promotion. 
V. Seniority Points 
Seniority Points will be added to the overall score. Candidates may earn up to 5 seniority points - 
1/2 point per year up to 10 years of post-probationary, uninterrupted service as a Portsmouth Police 
Officer. 
V. Review and Appeal Procedures 
Any candidate may review and appeal his/her scores in accordance with the City of Portsmouth ’s 
Rules and Policies of the Civil Service Commission by contacting the City HR Department. A 
challenge process for the written exam, the performance-based exercises, and the Professional 
History/Dimension Evaluation will be available for each phase of the process. 


VI. Lateral Entry 


There are no provisions for lateral entry in the City of Portsmouth’s Rules and Policies of the Civil 
Service Commission. 


VIL Security of Promotional Materials 


The City’s HR Department is responsible for the security of all promotional materials, while the 
Chief of Police is responsible for internal process security. 


APPROVED: ee Crop —> 


Tonya D. Chapman 
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